- € o | o e - OFFICE OF SECRETABYMF sTATE
STATE Application for OFFicE © i
OF DEPARTMENT OF ARCHIVES i HISTORY

GEORGIA RECORDS DlSPOS'TION STANDARD RECOADS muacmﬂn‘ DIVISION ‘

INATRUCTIONA: See meparate imsiructions fer cempletion of m nnoom mwmm mvmon USE
Date Received Application No D-u Complnad

A\JG -7 W15 ’75’ lio AU 17 197

4 srerporas

1. Appitcation Dats

feant aml reverse of thin form. Sign original and’ two copies
2. Agency Application No. . and forwnrd to Department of Archives and History. Attention:

Hecorus Manlxtmenl Oificer.

I 3. AGENCY, Diviston, Subsivision & Administering Office Adduu
i Department of Transportation

: Division of Administration
5 Office of General Support Services
7. No. 2 Capitol S8q., Atlanta, GA 30334
) A3 T 3 I S0 A S S A A ]
1. ACTION REQUESTED ' : IR
ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATIONS;

Annette Mi t.che 11

Working 'l'itle
Accountant IT | _

X RECORD WILL CONTINUE TO ACCUMULATE NO FURTHER ACCUMULATION ANTICIPATED

s.sanestl.attoatof Series. "9, Exact Series Title .. ... - N

1972 to Date | Equipment Depreciation Voucher File
10. What is the function of the offlce in which this record series is created

' The Division of Administratlon provides staff support to the Department in the areas of
- general accounting, audits and fiscal procedures, personnel and training, contracts

procurement and administration, equipment control, purchasing, inventory and warehouse
- control, general files, records management, Department budget and air travel service.

n. This file contams the foliowing documents (inciude form numbers and titles, if any, and file arrangeﬁ\enl)

Documents relating to: deprec:.atlng equlpment.

Included are: monthly and yearly computer printout vouchery, showing equipment
depreciation. The yearly printout is an adjustment voucher which is posted to the
General Ledger. ' :

File is arranged numerically by DOT vehicle number.

ATTACH SAMPLES OF THE FILE

12. BQUIPMENT OCCUPIED | No. ot Drawers | cu. Ft. of Records , Ne. of Drawers Cu. FL of Recorts
_ e ANNUAL RATE OF ACCUMULATION : ,
mu File Drawers : R -~ o . 1
) ' o B ‘ - Ia Office(s) In Bicrage Areals)
; Lagsksire Flle Drawers N TR - | Floor Bpsce Qocupled (Square Feal)
7 ] - Last T Precedingl AL Prior
: - Year's s sar's
\‘.-l‘ . o
, Binders-Shelves I NI I TS _, s :
; R A * ' AVERAGE DAILY REFERENCES 1 1 -
, .
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QUESTIONNA'RE Place an """ in the propcr column. If answer ia YE& plrase expl.ln _ _ : YES . NO
13. Is this the Record Copy of the series? | o : . ' : [x1 .
14. is there a dupfica'tion of this series in another office or agency? - S : : Xx) L 5}

DOAS maintains Mag Tape - :
15. Is the informationt Caritained in this series nver Sklﬂlmdl’IZFd or pub\ushed? Atiach copy of su. nmary or publication. | ] X 3

16. Does the series contain classified inforimation requiring security handting? - ' [( ] X |

17. Does the series initiale, amend or lé?rﬁfﬂaté agency policies and procedures? _ Y I N . O

18. Could the function be performed if the fite§ ‘were lost or destroyed? - ST DY T
A new printout could be acquired _ 7 _ :

19. Is the series {or major portion of it) regu'arly .niciofilmed? If yes, why? ' {1 [X 3

20. Does the record seiies provide data as input to an EDP file? " | .[X] [ ].
Information contained on vouchers is used for charging units for deprec:.atmn on equipment.

21. Does the record series contain documentation produced as EDP printout? ‘ [X] [ 1]
This record is generated monthly. - ="~ --- - .- - . . ,

22. Has the Federal Government issued instructions governing retenhonldlsposntnon of these fi Ies’ o [X] '[ ]
FHWA PPM-30-9 requires a 3 year retention. ' ' -

23. Will there be a necd for thest vecords W) 15 Years from now? If yes, what? - ..., .- .. . . . . (] - [X]

N PSR S S S S AL TS T AR —
24. REQUIREMENTS. The following requires the files to be kept® . .3~ ... years: = -7 - 7w

LIMITATION - PERIOD LAW DECISION . VALUE
{Cite Law, Statute, or other reason for the retention requirement)

a. [ JSTATE b. | JSTATUIE OF . [ ]AUDIT d. [x]FEDERAL e [ ] ADMINISTRATIVE f. [ ] HISTORICAL
LAW

Federal Highway Adminstration regulation PPM 30-9 Stipulates a 3 year retention.

R L TUni N

25 AGENCY RECOMMENDATIONS ?h|<-. agency recommends that the file series be cut off at the end of each
-[ ] CALENDAR YEAR k] FISCAL YEAR -[ ] Other then:

' [X ] Hold in the current files area - month(s)) 1 . year(s) :
 [x ] Transfer to §x] State Records Center [ ] Local Holding Area; hold . .12_. -~ year(s):

[X ] Destroy. ) R

- [ ] Transfer to State Archives for pprmanént re‘tentlon B LA BTN RN P

[ ] Destroy immediately ‘ﬂter cut.off. BRI 'f_;?: LT o i
[ 1 Other: (Specify) : | o

T TN L PR tl:lend of Amcylmoe .
26 Recommencations | K1 poproved [ 1 Df?‘f’i"'i‘i‘i‘i_, W _ Vo] |
in Paragraph I state [ /]/ Approved [ ] Dlsapproved ﬁm“ "'“\\.\ ‘ Date  _ |
: o . " ol —— e by e Y jfh\.ﬂ. S< J ‘) j‘
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